ELLINGTON

Online Employment Application Guide

1. Logon to www.wellingtonfl.gov
Click on Departments
Click on Human Resources
Click on “Apply online” on the right side of the screen

2. On the ‘Human Resources - Employment Opportunities’ screen, scroll to the bottom to locate the current
open positions. From this page you can view and apply for open positions, search all job descriptions or
complete a job interest card for a position or category that may not be currently available.
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Human Resources - Employment Opportunities

Wadnesday, February 10, 2010 MEO( I[J\Uf

Welcome to Wellington's application procass!

Effective Monday, February 1st we are upgrading our application process. If you have appled previously, you will need go onfine
and create a new account and reapply through our new online system. Our new systern will allow applicants the benefit of managing their
accounts, and alloves access to many new features such as the ability to complete job interest cards so that nofication will be sent when a position of
interast bacomaes available

Wou can apply onling by clicking on & job title and than clicking on the “Apphy™ link. IF thig 18 the first time you ara applying using our naw anling jab
apphcation, you wil ad to create an account by selecting a Username and Fas rd, After your account has been established, you can bulld an
apphcation by chcking on tha "Build Job Application™ link, This application can ba saved and usad o apply for more than one job opening

It is impartant that veur application show all the relevant aducation and dxpenence you possess. Applications may be rejectad if incomplets

Online applcations are stored on a secure site. Only authorized employees and hiring authorities have acoess to the information
submitted.

Search Crtana
Al Categories are automatically selected. To change the results. deselect and reselect the categonies by using the Clear All/Salect Al buttons or by
clicking an the check baxes, To résel the Search criteria, click Clear Search’ al the bottam of this box
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All open positions will be listed at the bottom of the page. Once you click on the job title; the job specifics will be

displayed.
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Emp. Type [ Salary [ Closing Date ki

Position [

Indugtrial Electrician Full Time, Hourly 52127 - 833.77 hourly Continuous
Equipment Mechanic | Full Tirme, Hourly 51439 - 522 85 hourly Continuous
Field Technician | Full Time, Hourly 516,67 - 526 45 hourly
Budget Manager Full Time, Salary Depands on Cualfications Continuous
MNaighborhood Advecate Full Time, Salary 544 237.00 - §70.239.00 annually Continuous
Assistant Meighborhood Advocate Part Time, Hourly 31511 - 523 .98 houry Continuous
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3. Review detailed information regarding the job: job description, benefits, supplemental questions, salary, etc.
Click on the Apply link to move into the application.
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Job Title:

Closing Date/Time:
Salary:

Job Type:

Location:

Budget Manager
Continuous

Depends on Qualifications
Full Time, Salary

14000 Greenbriar Bhd. Welington. Flonda

Print Job Infermation | Apply

Description Benefits Supplemental Questions

ty-wide annual budget administration. Employees in this
ring, and analysis functions per fiscal year. Employees in
resanting options for financial management and planning
gement, maonitaring of department budgets, evaluation of

]

Pasition is responsible for directing, managing and coordinating th
classification oversee budget development, implementation,
this classification are responsible for ressarching, analyz
Position is also responsible for daily operations of b
financial alternatives consistent with the City goals and

Examples of Duties:

» Manages the budget development, implementation, menitoring, and analysis functions per fiscal year; develops and implements
internal controls and new processes and procedures to ensure effioency, accuracy, and adherence to established parameters.
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4. Human Resources - Login:

a. If you already have a Wellington or governmentjobs.com account, log in using the applicant username
and password that you created previously. Skip to Step 6 or 7. Note: you will not be able to create another
account using the same e-mail address.

b. Or, if you have never registered with Wellington or governmentjobs.com, you will first need to set up an
account. To do so, click on the ‘Not registered Yet? Create Your Account Here!’

Are you registered?

To apply online for a position, please create an account HEEE (registrat
have already created your Governmentobs.com personal account, ple

15 frae). If you
login belaw,

Username: rosshanson

Password: sesssss|

4

Mot Registered Yet? Create Your Accolint Here!
[ Forgot My Password




5. Enter your new account information

Write your username and password here:

/
Username Password
(you MUST remember this information)

o Click on the ‘Save’ button when you are done.
o A page will be displayed with your login information. Click on the ‘Login’ button
. Enter your username and password and click
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Request New Job Seeker Account

* First Name

Middle Initial

* Last Hame

Primary Phone

Alternate Phone

= Email

* Motification Preference | __ cojoct ==
By which mathed would you prefer to be notfed sbout spplication status. besting detes snd sxpmingtion
rasults7

* Address 1

Address 2

* City

* State

* Zip |

Country | —— calect ==

* Username

Tigt Your uSernamaes must ba unique. Choose a Usernama that you can sasiy remember. You ma
giters and numbers and the underscore ™_". Expmple: john_doeld
* Password

* Confirm Password 3
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6. If you have never created an application online in our system, this will be your next step. Click on ‘Create

Application’.
. Input a title for your application for your future reference.
. Click on the ‘Create an Application’ button and skip to Step 8.

Maln Memu | Application Status My Account

In order to apply for a position you need to create an application first. Click on the "Create
ion' button and we’ll guide you through the process.,

Create Application |

Applications You've Created:
Name Date Created Mo-dify

Tip: You do NOT need to recreate a new application every time you're applying for 8 positon.

Or, if you have already created an application in our online system, YOU DO NOT NEED TO RECREATE A NEW
APPLICATION EVERY TIME YOU APPLY FOR A POSITION. Apply for new jobs with a previously created application
by simply clicking on ‘To apply for the position of ____(the job title)__ click here.” You will be given a chance to
update your information and tailor it as needed to the job you are currently applying for.

To apply for the position of Account Clerk 11 click here.

Create Application |

tions You've Created:

Parks ard Becreation Dec 23, 2005 [In Progress) Echt | Dalete
Leadership/Management Dec 23, 2005 Edhit | Dedefe

Tip: You do MOT need to recreate a new application every time you're applying for a position




7. Fill in the “Personal Profile’ information if you are creating a new application. If this is a previously created
application, review and update. Note: Required Information is marked with an asterisk (*) and must be
completed. Click ‘Save and View’ to proceed.

lob Application =
* Required Field

cancel | Save & View Application

Contact Information
“First Name

fiotn
Bl clle Tmital
|'f'

" LEST MNaime

|.. £

8. Add Education, Work Experience, Certificates, and other information by clicking on the Add Links. Click on
the ‘save’ button at the bottom of each section. To add additional entries in any of these sections, click on

Add again.

F ducation Add Education

8
Work Experience Add Work Expenence
Certificates and Licenses Add Certificates or Licenses
Shills Add Shkoills
Ofhce Skills
Typing: 1]
Data Entry: O
Additional Tnformation Add Additional Inlormation

9
Relerences Add Relerence
s Echt Hesume
Text Resume

o lo Step 7! Agency wide Caestions I
* Hequired Field




10.

11.

12.

If you wish to enter a resume, click ‘Edit Resume’. You may cut and paste from a previously completed
resume into this section. Or you may start from scratch. Resumes are not required for every position, but in

certain cases will reflect positively on your application.

Answer the agency-wide supplemental questions (or review your answers if you are using a previously

created application). Click on ‘Save & Proceed’ button at the bottom of the page.
Answer the job-specific supplemental questions (if any).

Click on the ‘Save & Proceed’ button at the bottom of the page.

1) a (3] @
Tah Agency-wide Supplemental Confirm

Application Duestions Duestions Application

Supplemental Questions

1f you need more than one hour o cormplete this section click the "Save Work in Progress”
button occasionally ba save your work. &ll guestons marked "Required” need to be answered in
arder to submit the application. Mote: DO WOT wse HTML tags in your answars.

The purpose af this Supplementsl Questionnaire is to obtain additional job relabed information in
arder to evaluste your educstion, training and experience relabive to the position you are applying
far.

1. What software programs are you proficient in using?
[+ MS Waord
[¥ M5 Excel
| ME Access
[ MS Outlaak

I Save Work in Progress I Save & FHEFH'

* Required Field

¥ Required Fisld

11 & 12

13. Review your application carefully. Incomplete information may disqualify your application. When you are

satisfied that your application is complete, scroll to the bottom and click ‘Confirm Application’.




14. Click the ‘Accept’ button on the digital signature screen.
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Help Logout

Welcome, Kimberly Henghold

Main Menu | Application Stabus My Acoount
Maintenance Worker 11 - Apphcabon process steps:
1] a L] &
Job Application Agency-wide Confirm Certify &
Duestions Application Submit

Cartilfy & Subimnit

B ){V'l By clicking on the ‘Accept’ button, | hereby cartify that every
FLLINGTOM  statement [ have made in this apphcation s true and

complate to the bast of my knowladga. 1 undarstand that

any false or incomplete answer may be grounds for not
employing ma ar for dismissing me after 1 begmn wark. 1 understand that I will have to
produce documentation verifying identity and employment eligibility in the U.5. 1
understand that | may be required to venfy any and all information given on this
appbcation. | understand that this completed application is the property of Village of
Wellngton and will not be returned. [ understand Village of Wellington may contact prior
employers and other references. [ understand that [ must notify the Human Resources
Dwvision of any changes in my name, address, or phone numbar

Accapt | Daclina ]
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15. Click on the ‘Logout’ link in the upper-right hand corner.




